X SMU ID Cardnd Parking Decal Returnto Parking & ID Services.
x Dart Pass You may keep your DART Pass
X Library Materisuwp8r22®Ovith[gtoinZoit éaplediacrads(aiald c(a)0.9 (.9 (n17)3.7 (B0.9 (N3. 0.771 0 Td [(e)-

[ ] Set up an auteeply email message to let others know you are leavifigour sipervisor needs access toeth
mailbox,the request must be approved by HR.

[ ] Arrange for handover of any relevant work material, including mofatders/files from your hard driveo a
shared drive. Prepare any final reports. Determine who will tala your responsibilitieafter youleave.

[ ] Cancel subscriptions and memberssiip committees and professional organizatidhat are linked to your role
at SMU (emalilists, magazine, newspapes, etc.).

[ ] If you havea child enrolled in the SMU Presch&oChild Care Centenptify the Center 2veeks before leaving
[ ] On your last dayacomplete your finatime reporting, including sick/vacation time

x Biweekly EmployeesReview your timesheet in m$MUand notify your supervisor ofiecessary updates

X Monthly Employees:Be sure all time for current and prior months has been reportedlow up with your
supervisor (or delegate approver) to be sure all timesheets have dpproved.

Your access to the SMU network (email, voicemailSiy) will end on your last dayMove any personal

emails or voicemails to your personal accounts apdate your mailing address and phone mber inmy



